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Overview

The Indiana Utility Regulatory CommissigftURC or Commission) has been accepting the
following documents through its Electronic Filing Syst@akS):

1 Filings in docketed cases (not including new case petitions);
1 Confidential documents related to docketed cases; and
i General submissions (2fy filings, fee bills, annual reports, communications

nondocketed filings, norconfidential communications, survey responses, etc.)

Effective Sept 28, 2016 the Commission accegthe following:
1 Filings in docketed casem¢ludingnew case petitions);
1 Confidential documents related to docketed cases; and

1 Generadsubmissiong30-day filings,communications nodocketed filings,
annual reportdariffs, and fee billiny

The system shall include case information, filings, and ofdei! docketed cases from the
legacy system as well as all filings moving fordieNotethatthe legacy system included cases
from 2002 througl®ept 28, 2016 and also included limited cases {2@02.

Disclaimer

The Commi ssion’s official hours of operation
p.m. Monday through Fridayilings or submissions made through the EFS will receive an

electronic file stamp with the timand date the document is filedlifgs madeat or before

11:59:59 p.mEastern Timewill be deemed filed on that datenless otherwise ordered by the

Presidng Officer(s).

In the event that an attempt to file or submit a document electronically fails, for whatever reason,
the filing or submission will be deemed untimely if it is not received by the Commission

before 11:59:59 p.nun the date the filings due unless otherwise ordered by the Presiding

Officer(s). If a filing is not made by the filig deadlingor an electronic filing is rejected after a

filing deadline, the party that attempted to make the fiuigbe required to file a motion with

the Commission seeking leavetotte | e t he submi ssi on, pur suant
practice and procedure, 170 IACL11.

The filing of documents and information through Ef€Sby use of a valid username and
password is presumed to have basthorized by the User to whom that username and password
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have been issued and documents filed through H8aEe presumed to have been signed by the
same User.

By registering for a username to utilize the EFS, the user agrees to these terms of use.

Help
If you cannot find an answer to your question within this manilsdsp contacd Commission
Information Technology Systensupport Specialist for assistance vittie EFS:

Patrick Evans (317) 2324269 pevans@urm.gov
Stacy Hunter (317) 2322642 sthunter@urc.in.gov
Kassi Peerman (317)232-5559 kpeerma@urc.in.gov

Modifications to the User Manual

As stated in GAO 2018, apprv i ng t hi s The dser Mataal shall be updated as
necessary and a log of amendments shall be maintained in Appendix A of the docEfease
go toAppendix A,Amendment Logto see a list of changes.

You may subscribe to the website where the User Manual is posted to receive notification of any
updatesEvery time a new version of the User Manual is uploaded or another change is made to
this page, such as updating the Frequently Asked Questions, you eiMleen email

notification.

A. Go to the welpage with the User Manual faittp://www.in.gov/iurc/2898.htm

B. Scroll nearly to the bottom of the pa@aad click the envelope on the left:

Legal Division

Laws, Rules, and Regulations
Rulemakings

Docketed Cases

Weekly Action Items

Find a Document

IURC Forms

[
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C. When you click the erelope, a display will appear where you can enter your
email address:

EMAIL UPDATES

Please enter your e-mail address to sign up for updates or to access your subscriber preferences

Subscription Type
Email v

Email Address

SUBMIT CANCEL

D. Enter youremailaddress and click SubmA. confirmation page similar to the one
below should open.

SUCCESS

dpoon@urc.in.gov has been successfully subscribed to Indiana Utility Regulatory Commission for State of Indiana.

Subscriber Preferences

VIEW OTHER IN.GOV TOPICS CLOSE

a. General Information About Filings

1. Account Setup

To file aConsumer Affairs Diviemn (CAD) complaint,adocument, oa utility
annual reportor subscribe to a case, ytrst mustset up an account. Note
though, thayou do not have to create an account to search for a docketed case.

A. To register, clickRegisterin the uppetright corner of the pagdJsersalsocan
redeem an invitatioif they have an invitation code
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IURC Online Services Portal Register m

Welcome to Indiana Utility Regulatory Commission’s Online Services Portall

The Indiana Utility Regulatory Commission (Commission) is an administrative agency that hears evidence in cases filed before it and makes decisions based
on the evidence presented in those cases

The mission of the Commission’s Consumer Affairs Division is to ensure that utilities are in compliance with Commission rules and regulations. Through the
Commission’s online services, consumers can file complaints and check the status of an existing complaint

The Commission’s online services also offer the ability to file legal documents anytime and from anywhere and to search for case documents. Documents
can be accessed by entering the case's five-digit docket number. If you do not have this information, the system allows you to search by date, industry,
petition type, or party.

Scroll to the bottom of this page to access the User Manual for assistance.

Online Services

File a Consumer Complaint File a Document Search for a Docketed Case

o o

B. Create a username and password, typhegassword twice to confirn.
Note, the system ham username and password stipulatisumsh as required
capital letters pprohibited characters.

C. Click Register The profile page will opeto whereyou will enter additional
information.For users wantingo file CAD complaints this additional
information will be used agour customeaccount information.

IURC Online Services Portal Register m

+J Sign In Register Redeem Invitation

Register for an account
Username
Password

Confirm Password

D. Enteryour piofile information Required fields have r@dasterisk {) next to
them.However, please entas much additional information as you can.
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Profile

Please provide some information about yourself. Note: If you are an attorney, be sure to include email, phone, fax, and
mailing address.

_ ‘You must complete your profile before using the features of this website

Change Password Your Information

First Name ~ Last Name *
& Security

Change Password
Email = Business Phone
Change Email
Change Mobile Phone
Mobile Phone

Change Two-Factor Authentication

Manage External Authentication
Organization Name Home Phone

Address Line 1 Fax Number

E. Click Update.

F. You must confirm your email address by clicking your name inpiper
right corner and then clickg Profile.

[@ IURC Online Services Portal - DEV & Pat Evans ~

& Pat Evans =

Profile

#Signin  Register  Redeem Invitation

Register for an account

Change Password

Username
Password

® Sign Out

Gonfirm Password

Register

G. You will see a notificatiothatyour email addres®quires confirmation.
Click Confirm Email.

Please provide some information about yourself. Note: If you are an attorney, be sure to include email, phone, fax, and

DeAnna Poon mailing address.

@ Your email requires confirmation = Confirm Email
Profile

Change Password Your Information

a Security First Name Last Name

DeAnna Poon
Change Password

Email * Business Phone
Change Email 1]

dpoon@urc.in.gov
Change Mobile Phone

Mobile Phone
Change Two-Factor Authentication

Manage External Authentication

Organization Name Home Phone
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H. Go to youremail irbox, openthe confirmation messagend follow the
instructions.

If you need to access your account information to nchkeges, click your
name in the uppeight corner and then select Profile from the ddapvn

menu. This takes you to your Profile page, where you can change your
password, email, phone number, and authentication method. To change just
your password, yooan select Change Password from the dfown menu

under your name. This dragown menu also lets you sign out of your account
by selecting Sign Out.

At any time, you can click IURC Online Services Portal at the top of the page
to return to the home page.

Confidential Filings

To conformto current Indiana Rules of Appellate Procedenery pagef a
confidential filing must state: “Exclud
Please also see Sectiof@), Hard CopiesThis section provides instructions on

how to file a documerthat contains confidential information

A. If you havenot set upan account, please go to Section aftgount Seip,
and set up an account.

B. Under File a Documd, click the Start button.
File a Document

C. Under Filing Type, seledtilings in Docketed Casgthen click Next.
Filing Type *

File New Petition

Filings in Docketed Cases

General Submission
D.Choose the *“yes
Next.

radi o button to denot
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Confidential Status

Is Confidential
No '® Yes

E. Under Confidentiality Approved Datadd the date the Presiding ©érs
granted confidentiality in the proceedingou maytype the date, or click the
calendar icon to select the date,

Click the calendar icon to select a date or enter a date in the box.

\E

F. Type your party name under Submitting Palftyhere are joint filers, add all
of the parties, separated by commas, and selectnées doint Parties.

G. To choose the case number, click the magnifying glass below Docketed Case.
In the Lookup Records box that displays, you can either type your case
number in the search box in the uppight corner or scroll through the list of
case nurbers.When you have found your case number, select it and then
click Select.

DA—-—""'—
H. Click Next.
I. Click Add Files and upload your filing(sNote, confidential filings should
only include the pages thabntainconfidentialinformation For example, in
20 pa@s of testimony, if only pages 2 and 17 have confidential information,

only pages 2 and 17 should be filed as confidential.

J. You should now see yowploaded filing.To modify your filing, click
Previous. To complete the filing, click Submit.
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Submitting Party

lest user

Docketed Case
44865 - NONE X Q

Documents
Choose your file(s) to upload

© Add Files

Name ¢ Modified
I 1URC Color Internal Phone List 4-25-2016.padf (112 KB) 3 minutes ago
[l Joint Filing

Previous Submi

K. You will need to click Submit again on the next screen:
Filing Documents

File 2 Document
The Blectronic Filng System (EFS) serves as a reposfory far documents submitted 1o the Indiana Uity Reguiatory Commisséon {Commission)

By using the EFS. users can fe gocuments at any tme and from anywhere. Additionally, the EFS enables electronic documents to be automatically routed to the
appropriate CoMmMIson S0¥ fof processing

Al this ime. the Commission accepts the following types of documents esetironically

o New case peirions (f paper copees are requested, please put Ihe cause number on the front of the documents)
o FAngs in dockeled cases (no! INCAXINg New Case patitions)

o Connential gocuments as related 1o docieled cases

« General submissions (30-day fings. fee bills; annual reports, communications non-docketed filngs. and tands)

All lecTonK 0OCLMents MUST meet the Criert for SUDMISSION and must be filed In the requared format for at spacific fype of Mng
Aty party making a fikng that exceeds 30 pages must aiso mait or deiver 1o Ihe Commission three additional copies. See Liser manual 1or speciic insiructions
25 M8 fhe Wt . see the Dsar Manual for detalls

Multiple e al one time should not exceed A combingd total of A5MB

Fiekas win an asterisk (*) are requead

Terms and Conditions

Submit Filing?

Click on Previous to modify your filing or Submit to complete,

L. You will see the message beldwour document was succésky submitted:

Documents submitted successfully.
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Filenames

Filenames must clearly reflect what a fileNaming conventions shall be used
for consistencyYou MUST follow thenaming conventions in Appendix B
Failure to do so could result the system being unable to upload your daoent
or the Commissiorbeing unable to locate your file ihe EFS.

File Types and Readability

1 Nearly all file types are acceptedthe EFS.Electronically fleddocuments
do not have to be in PDBrmat.

1 Whenever possible, the Commission prefers theigs use native electronic
documents rather than scanned documents.

1 Do not upload duplicate versions of the same document, i.e. do not upload
both PDF and Word or Excel versions of the salmeument

1 Spreadsheets shall be in their native form unlekssmanned copies are
available With regard to work papers @rorking papers, including those
required by thélinimum Standard Filing Requiremex{t “* MS FuRe 170
IAC 1-5, seeSec.b(11), Work Papers and Minimum $tdard FilingWorking

Papers

1 PDFdocuments must be run through an optical character recognition program
prior to uploading tahe EFS.

1 Documents must be native electronic documents or scannddRbthat
makes them clearly readable.

1 Documents must baicolor, as necessary.
1 The doc unszentustbe nofsmallér than 10 point.

1 Each document must either have a cover page (ideally) or a blankngpace
smallerthan’l h i @5 awidthetop right corneof the first pagdor
IURC staff to add &ile stamp. For Microsoft Excel and other spreadsheets,
there must be a cover page as the first tab.
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b. Docketed Cases

1. Cause Numbers

The system shall automatically generate cause nuntbevsever, parties also
canselect their cause number if they knowfdr e€xample, GCAs, FACs, and
subdockets).

Cause numbers must be included on all filings (other than new filings) to be
accepted for filing.

When a new petition is filed, the filing party shall receive an automated email that

the file has been receivedlithin one business day, the file shall be approved if it
meets necessary criteria (as noted in t
and administrative rules), and the cause number shall be added to thd figng.

filing party will receive an autbated email when the filing has been accepted

that will provide the cause number and the version of the file with the cause

number shall be uploaded to tRES

2. File Size

To stay consistent with current Indiana Court of Appeals file size limits, no file
submitted through the EFS shall be larger tRAM1MB. If a file is larger than
that, it should be split into smaller files and named oblamyically (1 of 2, then 2
of 2, and so on Whenpossible, files should be split at a logical point.

3. Eile Stamps
Filings will be file stamped byzommissiorstaffas files are accepteBDFs will
receive a watermarlon-PDF files such as Word documents and Excel
spreadsheets will receive] REGpicture file stampHard copies (see Sian
b(4), Hard Copiesfor when hard copies are permissible) shall receive an ink
stamp.The filing party will receive an automated email when the filing has been
acceptedand the filestamped version of the file shall be uploaded td&2R8

4. Hard Copies

A. Confidential Filings

For confidential filingsonly, if an electronic filing exceeds 30 pages in
length, a party shall also mail or deliver to the Commission 1 paper copy
within 2 business days.
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1 Confidential filings should only include the pages ttatain
confidentialinformation For examplein 20 pages of testimony, if
only pages 2 and 17 have confidential information, only pages 2 and
17 should be filed as confidential.

1 The copyshallbe printed on both sides green papeand stapled or,
if too large to be stapledhallbe bound with comb or coil bindings
along the longest edg®@ther formats may be permissible at the
administrative | aw judge’s discretd.i

1 To conformto current Indiana Rules of Appellate Procedenesry
pageof a confidenth f i | i ng must state: “Excl
per A.R. 9(G)."”

1 See 170 IAC 11.1-4(qg) for additional requirements regarding hard
copies of confidential filings.

Public access versions cbnfidentialfilings shall follow therequirements
for “ Rielgiumags” F( s eexceqtthat anyrecerd to bet e m)
excluded from public access shall be omitted or redactedtfrerpublic
acceswyersion. The omission or redaction shall be indicated at the place it
occurs in the public access version.

B. Reqular Filings

Any party making an electronfding that exceed80 pages in length shall

also mail or éliver to the CommissioB paper copies within 2 business

days unless otherwise ordered by the Presiding Officef{s copies

shallbeprinted on both sides drstapled or, if too large to be stapled,

shallbe bound with comb or coil bindings along the longest edteer
formats may be permissible at the ad

If a filing is made in person or by mail (section b(8)Paper Filingsfor
permissibility),3 copies shall be providedl:copy shall be provided

singled sided andot permanently bound he remainin@ copiesshall be

provided printed on both sides and stapled or, if too large $teipéed,

shallbe bound with comb or coil bindings along the longest edteer
formats may be permissible at the ad

5. Multiple Exhibits/Pleading

You may file multiple documents at one time in the filing system asdsrigey
are properly separatetbcumentsEach unrelated pleading should be its own
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documentFor example, if you are filing a motion and unrelated testimony on the
same day, the motion should be one document and the unrelated testimony should
be a separatdocument.

Related pleadings should be one document to the extent poksilenderstood
that because of maximum file sizes and the difficulty of combining Word
documents with spreadsheet files, this may not always be posadvierally if

you arefiling a pleading with attachments, that should be one docurRent.
example, if you have a motion that references an affidavit, that motion and
affidavit should be one docume&imilarly, if you are filing testimony and that
testimony contains exhibitihe testimony and exhibits should be one document,
to the extent possible.

NOTE, the exception to combining and separating filingsaek papersand
working papers, including those required by Mh®FRrule, 170 IAC 15. See
Section b(11)Work Papers and Minimum Standard FilMéprking Papers

New Petitions and Other Filings

You will be notifiedby emailwhen hearings are set, the case status changes, or
there are new filings or orders in the matter. Please hatéftyou are a party to
the case, you do not have to subscribe. You will already receive these email
notifications.

a. If you have not set up an accouypigase go to Sectior{lg, Account Saip,
and set up an account.

b. Under File a Document, click the Start button.
File a Document

Start >

c. Review the explanation on the following page that explains the purpose of the
EFS, limitations regarding file type and size, necessary paper copies and
multiple files.You can also click Terms and Condits on the bottom of the
page and review this document for additional information.
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File a Legal Document
The Electronic Filing System (EFS) serves as a repository for documents submitted to the Indiana Utility Regulatory Commission {Commission).

By using the EFS, users can file documents at any time and from anywhere. Additionally, the EFS enables electronic documents to be automatically routed to the
appropriate Commission staff for processing.

At this time, the Commission accepts the following types of documents electronically:

- New case petitions (if paper copies are requested, please put the cause number on the front of the documents)
« Filings in docketed cases (not including new case petitions)

- Confidential documents as related to docketed cases

+ General submissions (30-day filings, fee bills, annual reports, communications non-docketed filings, and tarifis)

All electronic documents must meet the criteria for submission and must be filed in the required format for that specific type of filing.
Any party making a filing that exceeds 30 pages must also mail or deliver to the Commission three additional copies. See User manual for specific instructions.
25 MB file limit - see the User Manual for details.

Multiple files at one time should not exceed a combined total of 35MB.

Fields with an asterisk (*) are required

Terms and Conditions /

A. New Petitions
1. Under Filing Type, select File New Petition, then click Next.

Filing Type *

File New Petition

Filings in Docketed Cases
General Submission
Confidential

2. Under Submitting Party, add the name of your pdftyere are joint
filers, add all of tle parties, separated by commas, and select Yes
under Joint Parties.

3. If you know the Cause Number, add it.

4. Click Add Files and upload your petition.

5. You should now see youploaded filing.To modify your filing, click
Previous. To complete the filinglick Submit.
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Submitting Party

1est user
Docketed Case

44865 - NONE X Q
Documents
Choose your file(s) to upload

Name ¢ Modified

I 1URC Color Internal Phone List 4-25-2016.paf (118 K8} 3 minutes ago
1 Joint Filing

Previous Subma

6. You will need to click Submit again on the next screen:
Filing Documents

File 2 Document
The Blectronic Filng System (EFS) serves as a reposory for documents submitted 10 the Indiana Uity Reguilatory Commission (Commission)

By using the EFS, users can fe gocuments at any time and from anywhere. Additionally, the EF S enables electronic documents to be automatically routed to the
approprate C S127 fot pr 9

Al this bme, the Commission accepts ihe following types of documents esectronically

New case pettions (If paper copies ate requested, please put the cause number on the front of the documents)
Fiings in dockeled cases (not INCAITING New case petitions)

Conndential documents as related 1o dockeled Cases

General submissions (30-day fngs. fee bills, annual reports, communications non-docketed filngs. and tands)

All electronic GOCUMents must meet the Crleria for SUDMISSION and must be filed In the requised format for that specific type of Ning

Aty party making @ fing that exceeds 30 pages must aiso mail o deliver 10 the Commission three acditicaal copies, See Uiser manual 10r Speciic Instructions
25 M8 fie met . see the User Manual for detalls

Multipie fies at 0ne time should nol exceed a combingd total of 35MB

Fiekis wen an asterisk (°) e requeed

Terms and Conditions

Submit Filing?

Click on Previous to modify your filing or Submit to complete.

Prevous SR

Pagel7 of 49



7. You will see the message beldwour document was successfully
submitted:

Documents submitted successfully.

Filings in Docketed Cases
1. Under Filing Type, select Filings in Docketed Caskan click Next.

Filing Type *

File Mew Petition

Filings in Docketed Cases
General Submission
Confidential

2. Under Submitting Party, add the name of your pdftyere are joint
filers, add all the parties, separatgdcommas, and select Yes under
Joint Parties.

3. Tochoose a Docketed Case, click the magnifying glassie Lookup
Records box that displays, you can either type your Case Number in
the search box in the uppeght corner or scroll through the list of
Case Numbers/hen you have found your Case Number, select it and
then click Select.

Q"
4. Click Add Files and upload your filing(s).

5. You should now see yowrploaded filing To modify your filing, click
Previous.To complete the filing, click Submit.
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Submitting Party

1est user
Docketed Case

44865 - NONE X Q
Documents
Choose your file(s) to upload

Name ¢ Modified

I 1URC Color Internal Phone List 4-25-2016.paf (118 K8} 3 minutes ago
1 Joint Filing

Previous Subma

6. You will need to click Submit again on the next screen:
Filing Documents

File 2 Document
The Blectronic Filng System (EFS) serves as a repos€ory for documents submitted 1o the indiana Uity Reguiatory Commission {Commission)

By using the EFS, users can e gocuments 3t any tme and from anywhere Asditionally, the EFS enables electronic documents to be automatcally routed o the
appropriate Cor 07 fot pe )

Al this bene. the Commission accepts the following types of documents esectronically

New case peifions (f paper copmes are requested, please put the cause number on the front of ihe documents)
Fiings In cockeled cases (nol INCALTING New case patitions)

Contidential documents as rélated 1o dockeled Cases

General submissions (30-day tings. fee bills, annual repodts. communikations non-docketed filngs, and tands)

All elecyonk CoCUments must meet the criena for sudmssan and must be filed in the requeed format for that specific fype of Ning
Any party making 3 fiing that exceeds 30 pages must aiso mall of delver 10 the Commission three acditicaal copes, S2e User manual 20r specic insinuctons
25 M8 fie e - see e Uzar Manual for details

Multipla fies at 0ne e should nol exteed a combined total of 350MB
Flekds wet an asterisk (*) are requesd

Terms and Conditions

Submit Filing?

Click on Previous to modify your filing or Submit to complete.

Previous Subenit
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7. You will see the message beldwour document was sgessfully
submitted:

Documents submitted successfully.

Original Signatures

The Commission will accept the electronic version of an original signtture
electronic submissionsny prefiled testimony offered into evidence at a hearing
still must have an original signature

Paper Filings

TheC o mmi s procedaral sulesvill address thespecial circumstances in
which paper filings shall be permitteéslee RM 1802 at
http://www.in.gov/iurc/2828.htnfor more information.

Receipts

When afiing is made via the EFS you will receive an email message indicating
the filing was received.

After the filing has been accepted, you will receive another email message with
the following text:

Your [New Petitiof} or [Filing in a Docketed Ca$dor [Cause Numbérhas been
accepted and is available in the IJURC Online Services Portal.

If your filing exceeds 30 pages, we ask that you provide 3 hard copies of the filing
within 2 business days in accordance with GAO 2R1%he copies shall be

printed on loth sides and stapled, or if too large to be stapled, shall be bound with
comb or coil bindings along the longest edge.

**For work papers and working papers, including those required byl8feR
rule, you do not need to send hard copies. However, ifdgheats were not filed
in native format with formulas intact, a CD copy in native format with the
formulas intact must be filed. Go ldtp://www.in.gov/iurc/2898.htrand review
Sec. b(11) of the User Manualr more information.**

Please contact tHeecretary othe Commission g817) 2338720 or
mbecerra@urc.in.go you need further assistance or instructions.
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10. Service

SeetheC 0o mmi s procednral sules fonformation about servic®lease
remember thatieC o mmi s procedaral sules require that all parties,
including the Indiana Office of Utility Consumer Couns€lotJCC), be timely
served, regardless of the manner in which the documents are filedhavith t
Commission Any document submitted electronically to t@emmission
including 30day filings,alsomust be sent electronically to the OUCC.

Note, the OUCC prefers to receive service via emailfamgt@ouccim.gov.
Please include the cause numéied document namie the subject line.

Service from theCommission willbe deliveredsia email. Actual documentsill

not be attached in the emdut instead will be provided via a link to the

document in EFS aghown below. The Commission will no longer provide

service via fax except in instances where technological issues prohibit service via
email.

In instances where a party has submitted a filing or the Presiding Officers have
issued a Docket Entry, partissthe case and subscribardl receive an email
like this:

Mon 6/5,/2017 1:54 PM
Evans, Patrick

Mew filing document added CRM:0143000001346
To Evansz, Patrick

Dear Patrick Evans:

This email s to inform you that a new filing has been added to legal case 44801 - NONE
Please click on the following link to retrieve the document: Document

In instances where the Commission has issued an Order, parties to the case and
subscribersvill receive an emaille this:
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Mon 6/5/2017 1:52 PM
Evans, Patrick
Mew filing document added CRM:0143000001344

To Evans, Patrick

Dear Patrick Evans:

This email 1s to mnform vou that a new order has been added to legal case 44801 - NONE

Please click on the following link to retrieve the document: Document

11. Work Papers and Minimum Standard Filing Working Papers

The IURC wants to reduce the administrative burden to internal and external staff
regarding work papers anebrking papers, including those required by Mh8FR

rule, 170 IAC25( “ wor k pMSFRsSr)s. akidl er s shoul d com
papers antISFRsinto mass PDFs to the extent possible without causing

confusion within the filing or affecting readabilitfhe numbenf spreadsheets

should be reduced by increasing the number of tabs per spreadshedt #gain

extent it does not causenfusion within the filing or affect readabilitwhen

spreadsheets are filed in PDF, a CD csbgllbe provided to the IURC in nag

format with formulas intactSee below for more detailed information.

a. Documents and PDF#Vork papers antMSFRsin document or PDF form
shall be filed in bundlesf up to24.41MB each.Work paperandMSFRs
may be in PDF form.

b. Spreadsheet§Vhere pacticable work papers anMSFRsin spreadsheet
form shall be filed in bundles up 82.41MB each.In the instance of witness
testimony that utilizes spreadshedf®witnessis encouraged to use multiple
tabs in one spreadsheet rather theweralonetab spreadsheets.

If spreadsheatiork paperor MSFRsarefiled in PDF formatthe filer shall file a
Notice of Submission stating that the filer has or will deliver a CD copy of the
work paperor MSFRsin native formatvith formulas intacto the IURC.When
submitting the CD, please label it with tA&J (if known), cause number, filing
par t yworkaapaetsor “ MSFR. "~
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C.

Non-Docketed Filings and General Submissions

1.

30-Day Administrative Filings

Utilities are expected to file 3@ayadministrativefilin gs throughthe EFS.When
filing throughthe EFS will be a hardship, utilities should contact the requisite
technical director for assistance:

Communications Pam Taber
(317) 2322755
ptaber@urc.in.gov

Energy (@s and Electric) Jane Steinhauer
(317) 2324244
jsteinhauer@urc.in.gov

Water/Wastewater Curt Gassert
(317) 2322749
cgassert@urc.in.gov

This section provideinstructions on how to file a 3fay filing.

a. If you havenot set uman account, please go to Section aft;ount Satp,
and set up an account.

b. Under File a Document, click the Start button.
File a Document

c. Under Filing Type, dect General Submission, then click Next.

Filing Type *

File New Petition

Filings in Docketed Cases
General Submission
Confidential

d. Under General Submission Type, SelectBy Filing, then click Next.
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General Submission Type

30 - Day Filing
Communications Non-Docketed Filing
Annual Report

Tariff

Fee Billing

Previous I=|=I

e. To choose an Industry, click the magnifying gldsghe Lookup Records box
that displays, you can either type your industry in the sdaoxhn the upper
right corner or scroll through the list of Industrigghen you have found your
Industry, select it and then click Select.

Qe

f. Click Add Files and upload your filing(s).

g. You should now see youploaded filing.To modify your filing, click
Previous. To complete the filing, click Submit.

Submitting Party

B8 user

Docketed Case

44865 - NONE X Q
Documents
Choose your file{s) to upload
© Add Files
Name ¢ Modified
B 1URC Color Intenal Phone List 4-25-2016.paf (118 3 minutes ago

Joint Filing

g habiaduic m
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h. You will need to click Submit again on the next screen:
Filing Documents

File 2 Document

Submit Filing?

Click on Previous to modify your filing or Submit to complete

i. You will see the message beldwour document was successfully submitted:

Documents submitted successfully.

Affiliate Contracts

Affiliate contracts that are not part of a docketed proceeding will be accepted by
mail, fax, or emailThese should bgent to Attn: General Counsel Divasi or
emailed to Lisa Coahran B€oahran@urc.in.ga\Affiliate contractsmaynot be

filed in theEFSasnondocketed filings at this tim&.his feature may be added in
the future.

If an affiliate contract is féd in a cause, @&lso musbe provided to the General
Counsel Division by one gifreviously mentionecheansSee GAO 2014 for
more information regarding affiliate contracts.

Annual Reports

Utilities are expected to file annual reports throtlghEFS & general
submissionsWhen filing throughthe EFS will be a hardship, utilities should
contact the requisite technical director for assistance:
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Communications Pam Taber
(317) 2322755
ptaber@urc.in.gov

Energ (Gas and Electric) Jane Steinhauer
(317) 2324244
jsteinhauer@urc.in.gov

Water/Wastewater Curt Gassert
(317) 2322749
cgassert@urc.in.gov

This section praides instructions on how to file an annual report.

A. Filing an Annual Report Document

1. If you havenot set umn account, please go to Section aft;ount
Seup, and set up an account.

2. Under File a Document, ckahe Start button.
File a Document

3. Under Filing Type, select General Submission, then click Next.

Filing Type *

File New Petition
Filings in Docketed Cases
General Submission

Confidential

4. Under General Submission Type, Select Annual Report, then click
Next.

General Submission Type

30 - Day Filing

Communications Non-Docketed Filing
Annual Report

Tariff

Fee Billing

Previous IH%I

Page26 of 49



mailto:ptaber@urc.in.gov
mailto:jsteinhauer@urc.in.gov
mailto:cgassert@urc.in.gov

5. To choose an Industry, click the magnifying gldsghe Lookup
Records box that displays, yoarceither type your industry in the
search box in the uppeight corner or scroll through the list of
IndustriesWhen you have found your Industry, select it and then click

Select.

Qe

6. Click Add Files and upload your filing(s).

7. Youshould now see yourploaded filing.To modify your filing, click
Previous. To complete the filing, click Submit.

Submitting Party

Docketed Case

Documents

Choose your file{s) to upload

Name ¢

Joint Filing

g ot m
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8. You will need to click Submit again on the next screen:
Filing Documents

File 3 Document

The Blectronic Filng System (EFS) serves as a reposory f0or documents submitted 10 the indlana Uniity Reguilatory Commission (Commission)

By using the EFS, users can fe gocuments at any time and from anywhere. Agditionally, the EFS enables electronic documents 0 be automatcally routed to the

IS

appropriate Cx 27 o1 processing

Al this e, the Commission accepts the foflowing types of documents edecironically

« Now case peltions (f paper copses ate requested, please put the cause number on the front of the documents)
o Fings in dockeled cases (nol InCiuding new case petitions)

o Confaential documents as related Lo dockeled Cases
« General submissions (30-day fings. fee bills. annual reports, communications non-docketed ings. and tands)

All electronic gocuments must meet the crieria for SUDMISSION and must be filed in the required format for that specific type of Nling

Anry party making 3 filng that exceeds 30 pages must aiso mall of deliver to the Commission three acditional copses, See User manual for speciic instructions.
25 M8 e lmat . see the User Manual tor detalls

Multipie fes al one time should nol éxceed a combngd total of 35M8

Fiekds weh an astersk (*) are requeed

Terms and Conditions

Submit Filing?

Click on Previous to modify your filing or Submit to complete,

Previous Submit

9. You will see the message beldwour document was successfully
submitted:

Documents submitted successfully.

B. Filing an Annual Report Through Fill-In Fields

1. If you havenot set umn account, please go to Section aftzount
Seup, and set up an account.

2. Under File a Utility Annual Report, click the Start button.
File a Utility Annual Report

3. Click Create.
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Financials

Balance Sheet Info

Utility Plant in Service *

Plant Held for Future Use *

4. Fillin all fields including Report Year, Utility, and Industrio
populate the fields;lick the magnifying glassn theLookup Records
box that displays, you can either type in the search box in the-upper
right corner or scroll through the lis/hen you have found what you
need, select it and then click Select.

Qe

5. If you wish to add financial and customer data (not regl)iclick the
radio button next to Yes:

Include Financial and Customer Data (not required)

6. Click Browse and upload your annual reptinenclick Next.

7. Fill out every field on the Financials padka field does not apply to
you, enter zero. You cannot leave a field blank.

Income

Residential Revenue *

Commercial Revenue *

8. Click Next.Continue enteéng data in the fields.
9. Add or update data on the Submit Review page.

10.Click Add Files and upload your annual report.
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11.You should now see yowrploaded filing.To modify your filing, click
Previous. To complete the filing, click Submit.

Submitting Party

lest user

Docketed Case
44865 - NONE x Q

Documents
Choose your file(s) to upload

© Add Files

Name ¢ Modified
I 1URC Color Internal Phone List 4-25-2016.pdf (118 KB) 3 minutes ago
1 Joint Filing

s

12. You will need to click Submit again on the next screen:
Filing Documents

File 2 Document
The Blecironic Filng System (EFS) serves as a reposfory for documents submitted 1o the indiana Uity Regulatory Commission (Commission)

By using the EF S, users can fe gocuments at any time and from anywhere. Additionally, the EFS enables electronic documents to be automatcally routed to the
appropriate Commissaon ST 101 processing

Al this bme, the Commission accepts ihe following types of documents esetironically

« New case peltions (f paper copses ate requested, please put the cause number on the front of the documents)
« FHings in docketed cases (not Inciuding new case petitions)

o Conhdential documents as related Lo dockeled cases

« General submissions (30-day fngs. fee bills. annual reports, communications non-docketed filngs. and tands)

All el ronK gocuments must meet the critena for submission and must be filed In the reqused format for that specific fype of ing
Anry party making a filng that exceeds 30 pages must aiso mall of deliver 1o the Commission three acditicnal copes, See User manual for Speciic instructions.
25 M8 fie lima . see the User Manual for detalls

Multiple fies 3t one time should nol exceed a combingd total of 35MB
Fiekds wen an asterisk (*) are requeed

Terms and Conditions

Submit Filing?

Click on Previous to modify your filing or Submit to complete,

P
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13.You will see the message beldwour document was successfully
submitted:

Submission completed successiully.

Communications Non-Docketed Filings

When there are changes to a communicat.
Territorial Authority (CTA) , the provider must file a Notice of Change in CTA

per Ind. Code §-8-32.512. Similarly, changes #it occur after the Commission

issues a Video Service Franchise also require the provider to file a Notice of

Change. Both types of submissions are handled through thidaaketed
processAdditionally, Voluntarily Negotiated Interconnection Agreements,

Adoption of Previously Approved Interconnection Agreements, and Amendments

to Voluntarily Negotiated Interconnection Agreements should be submitted as
Communications NoiDocketed FilingsThis section provides instructions on

how to file a these documents.

a. If you havenot set upgan account, please go to Section aftiount Satp,
and set up an account.

b. UnderFile a Document, click the Start button.
File a Document

c. Under Filing Type, select General Submission, then click Next.

Filing Type *

File Mew Petition

Filings in Docketed Cases
General Submission
Confidential

d. Under General Submission Type, Select Communicationsidmketed
Filing, then click Next.

General Submissicn Type

30 - Day Filing
Communications Non-Docketed Filing
Annual Report

Tariff

Fee Billing

Previous I=|=I
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e. Click Add Files and upload your filing(s).

f.

You should now see youiploaded filing.To modify your filing, click
Previous. To complete the filing, click Submit.

Submitting Party

lest user

Docketed Case

448565 - NONE X Q
Documents
Choose your file(s) to upload
© Add Files
Name ¢ Modified
E IURC Color Internal Phone List 4-25-2016.paf (118 KB 3 minutes ago

Joint Filing

:'e..‘.r:bs m
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g. You will need to click Submit again on the next screen:
Filing Documents

File 2 Document

Submit Filing?

Click on Previous to modify your filing or Submit to complete

h. You will see the message beldwour documentvas successfully submitted:

Documents submitted successfully.

Compliance Filings
Filings made to comply with @ommissiorOrder shall be filed under the Cause
Number for that Order.

Excavation Damages

Excavation damage responses curreaté/notaccepted through the EFS and are
not seachable.Parties should continue submitting excavation damage responses
in the current mannerhis manual shall be updated and parties notified if/when
the EFS can accept these responéeasparty wants to see case file information,
please emaipipelinedamagecase@urc.in.geith the case number.

Fee Billing
This section provides instructions on how to file information for fee billing.

a. If you havenot set ugan account, please go to Section aft;ount Saip,
and set up an account.
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b. Under File a Document, click the Start button.
File a Document

Start >
c. Under Filing Type, select General Submission, then click Next.

Filing Type *

File New Petition

Filings in Docketed Cases
General Submission
Confidential

d. Under General Submission Type, Select Fee Billing, then click Next.

General Submission Type

30 - Day Filing
Communications Non-Docketed Filing
Annual Report

Tariff

Fee Billing

Previous

e. Click Add Files and upload your filing(s).

f.  You should now see yowploaded filing.To modify your filing, click

Previous. To complete the filing, click Submit.
Submitting Party

lest user

Docketed Case

44865 - NONE X Q
Documents
Choose your file(s) to upload
© Add Fiies
Name ¢ Modified
B IURC Color Internal Phone List 4-25-2016.pdf (118 KB 3 minutes ago

Joint Filing
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g. You will need to click Submit again on the next screen:
Filing Documents

Fiie a Document

Submit Filing?

Click on Previous to modify your filing or Submit to complete

h. You will see the message beldwour document was successfully submitted:

Documents submitted successfully.

8. Pipeline Safety

Pipeline Safety filings such as annual répaurrentlyare notaccepted through

the EFSParties should continue submitting Pipeline Safetsgted matters in the
current mannefThis manual shall be updated and operators notified if/when the
EFS can accept these filings.

9. Rulemakings

Rulemakings W continue to be posted to tli@o mmi s sebsitadt s
http://www.in.gov/iurc/2658.htmRulemaking comments may not be filedlie
EFS as noocketed filings at this tim&his feature may be added in theure.

10.  Tariffs
This section provides instructions on how to file a tariff.

a. If you havenot set ugan account, please go to Section aft;ount Saip,
and set up an account.
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b. Under File a Document, click the Sthritton.
File a Document

c. Under Filing Type, select General Submission, then click Next.

Filing Type *

File New Petition

Filings in Docketed Cases
General Submission
Confidential

d. Under General Submission Type, Select Tariff, then click Next.

General Submissicn Type

30 - Day Filing
Communications Non-Docketed Filing
Annual Report

Tariff

Fee Billing

Previous I=|=I

e. To choose an Industry, click the magnifying gldsghe Lookup Records
box that displays, you can either typmur industry in the search box in the
upperright corner or scroll through the list of Industrig¢hen you have
found your Industry, select it and then click Select.

Qe

f. Click Add Files and upload your filing(s).
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g. You should now see your uploaded filiigp modify your filing, click
Previous. To complete the filing, click Submit.

Submitting Party

lest user

Docketed Case

44865 - NONE x Q

Documents
Choose your file(s) to upload

© Add Files

Name ¢ Modified
I 1URC Color Internal Phone List 4-25-2016.pdf (118 KB) 3 minutes ago
1 Joint Filing

s

h. Youwill need to click Submit again on the next screen:
Filing Documents

File 2 Document
The Blectronic Filng System (EFS) serves as a repossory for documents submitied 1o the Indiana Lristy Regulatory Commission (Commession)

By using the EFS. users can fie documents 3t any tme and from anywhere. Additionally, the EFS anables electronic documents to be automaticatly routed to the
appropriale Commission S1¥ fof processing

Al this tme, the Commission accepts the folowing types of documents electronicaily

o New case peltions (if paper copies 3te requesiod, please put Ine cause number on the front of the documents)
o Filngs in docketed cases (nol INCIUING New Case paiitions)

o Confidential documents as related 1o dockeled Cases

« General submissions (30-day flngs. fee bills, annual reports, communkations non.docketed ilngs. and tands)

All SleCTONK COCLMENnts MUST meet the criter for SLDMISSION and must be filed In the requred Tormat for that spacific fype of ling

Anty party making 3 filng that exceeds 30 pages must 2iso maif of delver 10 the Commission three acditional copies, S2e Uiser manual for Speceic instrucions
25 MB M lima . see the User Manual for details

Mulipis fles 3t one time should Not 2xtedd 3 combingd totat of 35MB

Fiekds with an asterisk (*) are requred

Terms and Conditions

Submit Filing?

Click on Previous to modify your filing or Submit to complete.

Previous
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i. You will see the message beldwour document was successfully submitted:

Documents submitted successfully.

Consumer Affairs Complaints

This section provides instructions on how to file a CAD complaint through the online
portal. Y ou maycontinue tdile CAD complaints by phone or mail. See
http://www.in.gov/iurc/2331.htrfior more informationin particular, please note thiét
you have already had your utility service interrupted or interruption is imminent,
youmustcall CAD at (317) 232712 or (800) 85#4268instead ofiling online.

1. If you havenot set umn account, please go to Sectafh), Account Satp, and set
up an account.

2. Under File a Consumer Complaint,ailithe Start button.
File a Consumer Complaint

Start >

3. Fill out all sections of the complaint as best as you can.

A. If you havenot spoken with the utility regardingur concernsyou muststopthe
filing process and contact the utility first to tyresolve the issue.

B. If you have cotacted the utilityand i spute the utiljty’s prc
pleasethen provide the dataf the most recent communication.

Section 1. Communication with Utility

Have you been in contact with the utility?

if yes, what was the approximate date?

Please click the calendar icon to the right to select a date

s —

C. Fill out Section 2, which provides information about the utility custartigrou
are not the customer of record andfilieg on behalf of someone else, the
cust omer ' smustimeferderethlaetei Theninformation entdregour
userprofilewil be used as the complainant’s cont
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Section 2: Utility Customer

Note: Complaints must be submitted by the customer of record or a party authorized with the utility company to discuss the
complaint. Please make sure this information matches what is on record with the utility.

Email *

First Name *
Last Name =
Home Phone
Business Phone
Contact Phone *

Company Name

D. CompleteSection 3

1 Requiredfields aremarked with aed asterisk*). In Address Line 2, enter the
apartment or suite number, if applicable.

1 To enter &IP Code, click the magnifying glask the Lookup Records box
that displays, you can eithsipe yourZIP Codein the search box in the

upperright corneror scroll though the list of ZIP Code®Vhen you have
found your ZIP Code, select it and thelick Select.

Section 3: Service Address

Address Line 1~
Address Line 2
City *

State *

ZIP Code ©

Please click the magnifying glass to the right to select a Zip Code. /
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Lookup Records

46201 Q
L ZIP Code 4 City
~ 46201 Indianapalis

E. CompleteSection 4

1 Click the down arrow next to Account Type, and then select Residential,
Business, or Not Sure (ifnigieg)Ju don’t kn

1 Find the correct Utility and Utility Typby clicking the magnifying glass and
searching for those.

Section 4: Utility Information
Account Type *

Residential v

Utility *
Click the magnifying glass icon to search for the utility'’s name.

IPL, x Q

Utility Type *
Click the magnifying glass icon to search for the utility's type. /

Electric x Q
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F. In Section 5, describe your complaint or inquiry.

Section 5: Briefly Describe Complaint or Situation

(If the complaint is concerning telephone service, please provide the telephone number experiencing problems.)

test

G. After you have completed Section 5, click Submit.

After clicking Submit, youwill see a confirmation screestatingthatyour complaint
or inquiry has been submitted successfuligu alsowill receive an email from CAD
confirming receipt ofyour complaintor inquiry. If you need to provide additional
correspondence, such as bill cop@sase respond to the email you receive from
CAD to provide this information.

Subscribing to Cases

This section provides instructions on how to receive email notifications about a particular
case.You will be notified when hearings are set, the case stasges, or there are new
filings or orders in the matter. Please note that if you are a party to the case, you do not
have to subscribe. You will already receive these email notifications.

1.

If you havenot set upgan account, please go$ection §1), Account Satp, and set
up an account.

Under Subscribe to a Legal Case, click the Start button.
Subscribe to a Legal Case

Start >

Click Add Subscription on the right side of the page.

Select which legal case you would like to subscribe to by clidkiagnagnifying
glass.

Qe
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5. Type in the case number, then click the magnifying glass.
6. Click anywhere along the case to select it, then click Select.

7. The window will close and the case number will popul@tek Subscribe.

Legal Case

Please select which legal case you
would like to subscribe to by clicking
the magnifying glass.

44133 - NONE x Q

8. Your subscriptions should novellisted.To remove a subscription, click the carrot to
the right of the case and click Remove Subscription.

Legal Case 4 Current ALJ (Legal Case) Industry (Legal Case) Petition Date (Legal Case) Petitioners (Legal Case)
°
44133 - NONE 12113/2011 SBC Intemet Services, Inc., lot

50020 - FAC - 1 7/6/2016 Remove Subscription

Weekly Action Items

TheCo mmi s s i o n hip://wmevbngyoviuec/2663.htrwill continue topost the
following weekly action items:

Agendas

Orders

Hearing Schedules

Filings

Utility Articles

Underground Plant Protection Advisory Committee Recommendations

= =4 =4 A4 -4 -4
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Appendix A: Amendment Log

Date of Page
Change Amendment No.

Sec. a(3), FilenameBpdated to note files may not be accepted b

10/21/16 : : . 9
system if naming conventions are not followed

10/21/16 Sec. p(lB)(A), New Petition&Jpdates procedures to note second 14
Submit screen.

10/21/16 Sec. b(lS)(B),_ Filings in Docketed CaskEpdates procedures to no 16
second Submit screen.

10/21/16 Sec. c(1), 3£Dgy Administrative FilingsUpdates proatures to note 20
second Submit screen.

10/21/16 Sec. c_(3)(A), Annual Reporttlpdates procedures to note second 23
Submit screen.

10/21/16 Sec. c(3)(B), Filing an Annual Reportr‘ﬂmqh FilkIn Fields o5
Updates procedures to note second Submit screen.

10/21/16 Sec. c(4), Communications N@ngeted FilingsUpdates 28
procedures to note second Submit screen.

10/21/16 Sec. c(7), Fee BillingUpdates procedures to note second Submit 30
screen.

10/21/16 Sec. ¢(10), TariffsUpdates procedures to note second Submit sc 33

102116 Appendlx B, Naming Conveiuns. Adds section about prohibited 40
file characters.
Appendix B(1), Prohibited File Characte8ample filename added t

10/21/16 ; . : 41
show naming conventions for testimony

1121/16 Sec. b(4)(B), hard copies, reqular filing§otes that copies may be i 12
a different format if ordered by the Presiding Officer(s)

112116 Sec. b(10), Serwcié’rowdes email gddress for service to théGT. 18
Changes Executive Secretary

11/21/16 Sec. b(9), ReceiptProvides text of receipt for accepted filings. 18

1121/16 Appgn_dlx B(1) Prohibited File CharacterAdds comma to list of 40
prohibited characters.
Appendix B(2), Docketed Filing®\dds proposed orders, stipulatiot
and settlement agreements to the lidilehamedescriptos. Gives

11/21/16 . )
another filename examplBotes that filenames can be no more th
260 characters.

11/21/16 Appen.d|x B(4) CopsumgAffaws ResponsesAdds letters and 43
recordings to the list of filenames.

2/14/17 GenerallyHyperlinks added to the amendment table for ease of « 40-41
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gs;;; Amendment Pl\?gle
Help. Updated to change contact information for System Support
2/14/17 - 5
Specialist.
Sec. a(4), File Type®Renamd to include readability to reflect
readability requirementdlotes that duplicate versions of a docum:
2/14/17 should nobefiled. References work papers and MSFRs with rege 10
to spreadsheetblotes there must spaceor cover pagén each
filing for a file stamp.
2114/17 Sec. b(2), File Sizas amended to note the maximum allowed file 11
size is 24.41MB (down from 25MB).
Sec. b%), Multiple Exhibits is amendedl) to clarify what
2114/17 constitutes a separate exhibit, andt@@hote an exception regarding 1213
work papers antMSFRworking papersChanges name to Multiple
Exhibits/Pleadings to encompass the subject matter.
2/14/17 Sec. b(9), Receiptss updated to show the new receipt language. 17-18
2114/17 Sec. lﬁl_l), Work Papers and Minimum Standard FililWgrking 1819
Papersis added.
Appendix B(2), Docketed Filing&\dds minimum standard filing
2/14/17 working papergo the list offilenamedescriptorsNotes docket 42-43
number does not have to be included infile@ameif unknown.
3/9/17 Overview Adds the date EFS went live. 4
Modifications to the User Manuahdds instructions to receive ema
3/9/17 notification when the User Manual or Frequently Asked Question 5-6
are updated.
Appendix B(2), Docketed Filing#Adds additional filenames.
3/9/17 Prohibits files titled *“Certi 4445
information about filenames.
Help. Adds the conta information of an additional Information
4/12/17 . 5
Technology Systems Support Specialist.
Madifications to the User ManualGraphics updated to new State
6/23/17 : : 5
Indiana website format.
Sec. a(2), Confidential Filing&Jpdated to show new procedure for
6/23/17 " : : 9
filing confidential documents.
Sec. b(4)(A), Confidential FilingsUpdated to indicate that only
6/23/17 pages containing confidential information should be filed as 14
confidential.
6/23/17 Sec. b(10), ServiceUpdated to note the Commission shall serve

documents via email with a link to the document in EFS.
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Appendix B: Naming Conventions

Standardilenames shallclearly reflect what a file idJsing standardizedaming conventions
will make it easier for internal and external parties to identify docusséiatred in the filing
systemNaming conventionshall be usedy internal and external partiésr consistency.
Failure to do so could result in t@®mmissiorbeing unable to locate fden the EFS.

Note that certain character use is prohibited by Microsoft SharePoint, the safsgdrior
electronic filing. The systa cannot accept your files if the flenamegontain the characters
notal in Section Ibelow.

1. Prohibited File Characters
The following characters cannot be usegwhere in a filename:

Ampersand &
Angle brakets <>
Asterisk *
Backslash \
Braces {}
Comma ,
Colon :
Number sign #
Percent %

Period- only prohibited at the beginning or end of a filenam .
Period (double)
Pipe

Plus sign
Question mark
Quotation mark
Slash

Tilde ~
Underscore- only prohibited at the beginning of a filename

N+

~

2. Docketed Filings

Thefilenameshallinclude the following information, in this ordeseparated by
underscores:
1. Docket numbe(if known)
2. Subdocket number (if any)
3. Name of filing party
4 Type of fiing:
a. Brief
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Casein-Chief

C. Exhibit, including revised/corrected/supplemeraatl the name of
the person providing testimony, if applicable

d. Minimum Standard FilindgRequiremenWorking Paper¢§MSFR)

e. Motion

f. Notice

g. Objection

h. Petition

I. Proposed Order (POrder)

J- Reply

K. Responsiebuttaland name of person providing this testimony

l. Settlement Agreement (Settlement)

m. Stipulation

n. WorkpapergPapers)

5. Date filed (MMDDYY)

Filings titled “Certificate of Service”
contents.

Do not nclude any punctuation in tligename If submitting more than one filing
of the same typensert the _2, _3 for each additional filingdoes not matter
whether capital letters are used.

Please ensure that if the filing is revising, correctinguppkmenting an earlier
filing, the filename reflects thigor ease of review, those filings should include
the entirety of the original filing.

Note that filenames can be no longer than 260 characters.

Examples:

1 Caused4143, Hayden Wastewater UMliis filing a Motion on February

22,2016
44143 hayden wastewater utility_motion_022216

I1As a reminder, exhibits shoul d be rTeelshouldbelidertiied as “ e x hi
eitherby numberor letter, just be consistent. Note that an exhibit may h@elements. For example, if Mr. Smith

is testifying, he can parpobhisexhibit. $he fileameavbuld‘beSmitheEcghibinandt s ” a's
the file would include Smith’s testimony and all of hi :
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Cause8 7399 GCA 112, Citizen’s Gas
2016:
37399GCA112_citizens gas_response_022316

Cause3 7399 GCA 112, Ci decordeRaspanse Gma s
February 23, 2016:
37399GCA112_citizens gas_response 3182 2

Cause 44143, Hayden Wastewater Utility is filthg testimony of Mr.
Smithon February 222016
44143 hayden wastewater utilitgstimony Smith_ 022216

Cause 44143, HaydéNastewater Utility is filingsupplemental testimony
for Mr. Smithon February 222016
44143 hayden wastewater utiligupplemental testimon$mith_ 022216

Non-Docketed Filings

Thefilenameshallinclude the folleving information, in this ordeseparate by

underscores:

1. Associated number (if any)

2. Name of filing party

3. Type of filing (additional filing abbreviations to be added as needed):

a. Additional Assumed Name (AddName)

b. Annual Reports (AnmalReport)

C. Change in Name (ChangeName)

d. Change in Ownership, Ogaion, or ControlCorporate
Organization of the Provideincluding Merger, Acquisition, o
Reorganization(ChangeOwn)

e. Change in Type of Communication Services (ChangeType)

f. Interconnection Agreement (Interconnect)

g. Sale, Assignment, Lease or Transfer€¢pa

h. Transferof Assets (TransAsset)

I. Transfer of Indirect Control (TransControl)

J. Video Filings (Video)

4. Date filed (MMDDYY)

Do not include any punctuation in the naming conventicsubmitting more
than one filing of the same typesert the _2, 3 foraeh additional filing.
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Examples:

T

Greenfield is filing its annual report on March 22, 2016
Greenfield_AnnualReport_0328

CSP 1603, Frontier North, Incis filing a CSP Notice of Change on Feb.
22, 2016:
CSPB03-9_ Frontier North Inc_CSP NOC_022216

43185VSPOD, Frontier North is filing a video Notice of Change on
Feb. 22, 2016:
43185VSP01D_Frontier North Inc_VSP NOC_022216

40572INA-293ND, AT&T Indiana and Entelegent Solutions,.lae
filing an amendment to an Interconnection Agreemeimntexrat through
voluntarynegotiations on May 12, 2016:

40572INA-293ND_AT&T Entelegent_Interconnection
Agreement_051216

Consumer Affairs Responses

Thefilenameshallinclude the folleving information, in this ordeseparated by

underscores:
1. CAD Case Nmber
2. Name of sendingparfyi f cust omer, wuse “Customer
3. Type of document
a. Bill (Bill)
b. Contract or Agreement (Contract)
C. Email (Email)
d. Facsimile (Fax)
e. Indiana Administrative Code (IAC)
f. Indiana Code (IC)
g. Internal Policy or Rule (Policy)
h. Lease (Lease)
I. Letter (etter)
J- Local Ordinancé€Ordinance)
k. Recording (Recording)
l. Statement of Events (Statement)
m. Tariff (Tariff)
4, Date sent (MMDDYY)
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Do not include any punctuation in the naming conventicsubmitting more
than one document of the same tyipsert the _2, _&r each additional
document.

Examples:

1 Case 222334, Hayden Wastewater Utility is sending a copy of the
customer’s bi2l6 on February 22,
222334 _hayden wastewater utility bill_022216

1 Case 222334, Hayden Wastewater Utility is sending a differegtafop
the customer’' s 20181 | on February 22,
222334 hayden wastewater utility_bill_022216 2

1 Case 123456,ustomer David Smith is sending his statement of events on
March 21, 2016
123456 Customer_Statement 032116

1 Case 123456, NIPSCO is sending iteintl policy on March 22, 2016
123456 _NIPSCO_Policy 032216
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